
Online Employment Application
Guide

Audience: 
Applicants (non-employees)
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Step 1: Navigate to www.maricopa.gov/jobs

You will be taken directly to the Open Competitive career page.  From 
here you can scroll down and view current job openings.

Once you scroll down the page, you can search or view the complete 
list of Open Competitive positions.
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Step 2: Click on the job title of the position you want to apply for.

Step 3: Review the job posting details.

Click here to print a copy of 
the job posting.

Step 4. Click here when 
you are ready to apply.
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NOTE: If you have previously created a NEOGOV account 
you may login using your Username and Password and 
proceed to Step 6.

Step 5.  If you have never created an account (i.e. submitted 
an employment application for a government entity that 
uses NEOGOV), click on the “create an account” link.
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Step 5.  Complete the New Job 
Seeker Account web page.

TIP! Pay special attention 
to the password 
requirements!

Click Save when complete.

While NEOGOV, provides 
applicants with an option to 
choose a Notification 
Preference, please note that all 
communications from 
Employment Services will be 
sent via email.
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Step 6.  Click on “Create Application.”

Step 7.  For your own reference, you must include a “name” 
for your application.  Enter it under the Application Name text 
box.

TIP!  Keep in mind that you can create multiple application 
templates for your account, so you can name and tailor each 
template accordingly (i.e. Accounting Application, 
Administrative/Clerical Application, Professional Application). 
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Step 8.  Confirm your contact information is correct on the 
“Profile” page.  Make changes as needed.

Once confirmed, click on “Save & View Application.” 
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The Job Application >> Review page will appear, which 
provides an overview of each section of the online 
application.  The section headings are indicated below with 
arrows.

8



Step 9: Click here.

Step 10:  Complete the Personal Information page to the best of your 
ability, please note that questions with an asterisk “*” are required.

Click “Save & View Application” when complete.
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After you’ve completed the Personal Information section, 
you will be taken back to the Job Application >> Review 
page.  The next section you will need to complete is 
Preferences.   

Click here.

Step 11: Complete the Preferences page to the best of 
your ability.  Please note that there are no required fields 
for this section.

Click “Save & View Application” when complete.
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After you’ve completed the Preferences section, you will 
be taken back to the Job Application >> Review page.  The 
next section you will need to complete is Education.   

Click here.

Step 12: Complete the Education History page to the best 
of your ability.  Please note that questions with an asterisk 
“*” are required.

You can add additional 
education history by clicking 
Save & Add Another. 

When all education history has been 
added, click on “Save & View Application.”
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After you’ve completed the Education section, you will be 
taken back to the Job Application >> Review page.  The 
next section you will need to complete is Work 
Experience.   

Click here.

Step 13: Complete the Work 
History page to the best of your 
ability.  Please note that 
questions with an asterisk “*” are 
required.

You can add additional work 
history by clicking “Save & 
Add Another.” 

You also have the ability to 
spell check your “Duties 
Summary” by clicking on 
“Spell Check.”

When all work history has 
been added, click on 
“Save & View Application.”
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After you’ve completed the Work Experience section, you will be taken 
back to the Job Application >> Review page.  The next section available 
section is Certificates and Licenses.  This section may or may not pertain to 
your application.  If you have no Certificates or Licenses to enter,  you may 
proceed to page 14.   

Click here.

Step 14: Complete the Certificates and Licenses page to the best of 
your ability.  Please note that questions with an asterisk “*” are 
required.

You can add additional 
certificates and licenses by 
clicking “Save & Add Another.” 

When all certificates and 
licenses have been added, click 
on “Save & View Application.”
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After you’ve completed the Certificates & Licenses section, 
you will be taken back to the Job Application >> Review 
page.  The next section you will need to complete is Skills.   

Click here.

Step 15: Complete the Skills page to the best of your ability. Please 
note that there are no required fields for this section.

You can add additional skills 
by clicking “Save & Add 
Another.” 

When all skills have been 
added, click on “Save & 
View Application.”
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After you’ve completed the Skills section, you will be taken 
back to the Job Application >> Review page. The next 
available section is Additional Information.  This section 
may or may not pertain to your application.  If you have no 
Additional Information to enter,  you may proceed to page 
20. 

Click here.

Step 16: Complete the Additional Information page to the best of 
your ability. Please note that there are no required fields for this 
section.

You can add additional 
information by clicking “Save 
& Add Another.” 

When all additional 
information has been 
added, click on “Save & 
View Application.”

You also have the ability to 
spell check your 
“Description” by clicking on 
“Spell Check.”
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After you’ve completed the Skills section, you will be taken 
back to the Job Application >> Review page. The next 
available section is References.  While it is recommended 
to include references on the application, it is not required.  
If you have no references to enter,  you may proceed to 
page 17. 

Click here.

Step 17: Complete the References page to the best of your ability. 
Please note that questions with an asterisk “*” are required. 

You can add additional 
references by clicking “Save & 
Add Another.” 

When all additional information has 
been added, click on “Save & View 
Application.”
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After you’ve completed the References section, you will be taken 
back to the Job Application >> Review page. The next available 
sections are Resume and Attachments.  While it is recommended to 
include a resume with your application, it is not required.  If you 
have no resume or attachments to include,  you may proceed to 
page 19. 

Step 18: Choose whether you want to cut/paste your resume, or if 
you want to upload an attachment.

To cut/paste your resume, click here.

To upload your resume, click here.  
Please note that you can also attach 
other items such as a cover letter using 
this section as well. 

NOTE:  Resumes are not accepted in lieu of completing the online 
application. Furthermore, education, work history or any other 
information included only in the resume section will not be 
considered when determining your qualifications.  All applicants 
MUST complete the required sections of the online application in 
order to be considered. 
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Cut/paste resume option.

Paste text here, do not 
use HTML tags.

You have the ability to spell 
check your resume text by 
clicking on Spell Check.

Click Save & View application 
when complete.

Uploading resume or other attachments.

Complete all required 
fields.

To attach additional files, 
click here before 
uploading.

Click Upload when complete. 18



After you’ve completed the Resume and Attachments sections, you 
will be taken back to the Job Application >> Review page.  

Step 19: Be sure to review all sections of the application to ensure 
the information is accurate and complete.
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Step 20: Once your review is complete, click on “Go to Step 2: 
Agency-wide Questions.

Click here.

Step 21: Review and respond to all agency-wide questions. Please 
note that questions with an asterisk “*” are required.  

Click “Save & 
Proceed” when 
complete.  
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Step 22: Most recruitments will have Supplemental Questions 
associated with the application.  Be sure to answer each 
supplemental question thoroughly.

Click “Save & Proceed” when complete.  

NOTE!  If you receive the message below, you must go back to the appropriate 
sections of the online application and update accordingly.  If you choose not to 
make the update, you must confirm that you are aware and are choosing to 
submit the application without the requested information by checking the 
appropriate box and entering your initials.  IN MOST CASES YOUR APPLICATION 
WILL BE REMOVED FROM FURTHER CONSIDERATION WITHOUT COMPLETING THE 
REQUESTED SECTIONS DUE TO INCOMPLETE INFORMATION!
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Step 23: Complete one last review of your application and make any 
necessary edits.

Click “Confirm 
Application” when 
complete.
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Step 24:  Review the Certify & Submit page.

Click “Accept” when complete.
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You will receive the confirmation below once your application has 
been submitted.

Click here to print a copy your submitted application.

End of Instructions.
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